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In this tutorial, we’ll review the steps you’ll have to take to prepare for and actually do your
rollover to the New Year. Once you do the actual year-end process, it has a certain finality
to it so it’s important that you do it right the first time.

Steps to Prepare for Rollover

There are several steps to complete in preparation for rolling over to the new school year.

Before you rollover to the New Year:

1. You must have approval for your year-end clearinghouse submission.
2. You must complete entering your calendar for the new track.
a. Putin any events for the coming track as well as the cycle days.

3. Run end of year reports and save them all to pdf. It is also recommended that these
pdf files are saved to more than one media.

Entering Calendar Data for the New Track

If you have not already set up the calendar for the new track, you will need to go to System
> Track Editor > Calendar to do this.

SIS 2000+  Track Editor - Sani-Stansbury Hi

E= X
File Reports Date: 02/24/2011
School | Sani-Stansbury High | Code |A Description | A 720 09/10 Year End | 2010
General Definitions
August 2009 Cycle Days ‘ l MNotes
SMT WTF §
] Add Event:
[Month Begin
BEEBOHE | ]
9 [10[11 12121415 —
16 |17 |18 |19 |20 |21 |22 =S Remave Event:
23 [24]25 |26 |27 |28 |29
30 |21 ! -
<< < | Today | > |>>| - Validate Events ‘
Total Track School Days 180 Show List Recalc Calendar
I4| 4| Erint | Fina | List ‘ Delete | Edit | Add ‘ Save | Quit ‘ b bl

¢ Enter any events for the coming track. Make sure to include Term Begin and Term

End days as well as any holidays, staff development days, etc.
¢ Go to the Cycle Days tab.
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File Reports Date: 02/24/2011
School | Sani-Stansbury High | Code |A Description | A 720 09/10 Year End | 2010
e ] e [ e
August 2009 | Notes
SMT WT F S
[1]

2|3fa]s]6]7]8
9 [10]11[12]13 [14 |15
16 [17 [18 |19 [20 |21 [22

)|

I 'Lock Cycle Day

I /Incr. on non-attendance days

I" 'Incr. on non-school days

<<| <| Today | >|>3|

Total Track School Days 180 Show List Recalc Calendar
M4 ein aui | | M

e Setup your cycle days for the new track.

Eind List |Qe|ete Edit | Add ‘ Save

Run End of Year Reports
There are several reports that you need to run as part of the year-end process. You'll want
to save each report to pdf as well as save these pdf files to more than one form of media.

The reports you will run are:

v" UT Attendance Term End Report

Student Attendance Detail Report

10 Day Audit Report

Clearinghouse Reports as archive reports

Grades Not Finalized Report for each term

Transcript Report
o Run once WITHOUT “Year End Archival” checked.
o Run once with “Year End Archival” checked

AN N NI NI

First, there are three Attendance reports that USOE recommends that you run:

e UT Attendance Term End
e Student Attendance Detail
e 10 day Audit Report

To run these reports, go to the Main menu > Attendance > Reports.
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UT Perfect Attendance

UT Report of Absent Days

UT Class Roll Worksheet

Daily Call Report

Teachers Summary of Attendance

Aftendance Collection Status

Student Attendance Detail |

Master absence list
e Ahsence

10 Day Audit Report

UT Attendance Term End Report
To run the “UT Attendance Term End Report”, highlight the report and press Select.

TRACK e e
| A720090 ~|| ALL TERMS |
I One Student Only [N | rind |
" One Teacher Only [INNIINN Find |
Period-Course I j
[ Print Mark/Citizenship I R4:Term 4 j
W YTD Attendance (includes withdrawn students)
Sort Option " Class |* :Student; |~ Student by Period |1 'I

Absent Codes (U) Unexcused
(V') Vacation

(X) Absent H

Preview Elinlwaempl Quit |

e Choose All Terms in the Term drop-down box.
e Place a checkmark next to YTD Attendance (includes withdrawn students).
e Check the Absent Codes and make sure all codes that you use are listed.
a. Make sure if you use “Homebound” as an absence code, that it is available in
the right-hand side.
¢ Change the Sort option to Student.
e PressPreview.
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File Edit Window Help

Print Preview A
4 B e on [k ]| R | &
Student Attendance by Term
District: 30 - Tooele  School: 720 - Sani-Stansbury High School Track: A 720 09/10
Term4 Student | D 30076 Abalos, Joohee R.

040510 D4/12710 0419710 042610 DF0F10 01010 05/17/10 D5/241D 053110 OSOWI0 DF14/10 0521
TrmTrm MIWEF MIWRF MTWRF MIWRF MIWRF MTHRF MIWRF MIWEFMIWEF MIHRE MIWRE MIW
Period Class  Tifle Teacher Bes Trd ————m ————m e e H——

B1l 386031 Comstrucon Broclmaler L
e C(lick on the image of a closing door and you will be asked if you want to print.

TRACK TERM
| A72009/10 | | Term 4: D4/05/2010 - 06/04/2070 -

™ One Student Only [N cind |

Absent Codes

Preview | Erinlw,’Sempl Qunt |

e PressYes.
e For your printer choose “pdf”.

2l

General |

~ Select Printer

Lxt C5-Lext420 on delltoro
22, DCS Dell Color Laser S110cn F
‘=£ decs_dell5300_east on delltoro

_ | ja
Status:  Ready Preferences |

| aratimre Mo DNacorments

e Then save the file to your computer.
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2y
Savein: | (L) My Documents O 2 L
b ) Camtasia Studio ,*_ JasCapture, pdf
) Carals Reports
My Recent __JFind-Add screen prints
Documents _)My Adobe Captivate Projects
w 5| My Data Sources
= )My Music
Desktop My Pictures
™ My Videos
. C3)My Viewlet Assets Library
)My viewlets

My Documents

) 5cheduling bmps
)5GQL Server Management Studio
) Visual FoxPro Projects
) Visual Studio 2005
My C t

¥ Lompuisr 7’; captivate_user_guide[1].pdf

-

IETT S | File name: EI Save

Places
Saveastype: | PDF files (*PDF)]. ~| Cancel

e Give the file a name. You should include the year as part of your filename.
e IfUSOE hosts your data, you'll need to save the file to your C drive. The name will be

something like “C on computername” where computername is the name of your
computer.

e Press Save.

Student Attendance Detail Report

To run the “Student Attendance Detail Report”, highlight the report and press Select.
BE 2000 + Studﬂ Attendance Detail - Sali-Stansbug High...\ B0 M|

File Reports | Date: 02/25/2011 |

Options Select | Sort

Title: ISTUDENT ATTENDANCE DETAIL REPORT

Date: [0823i2010  ¥| To [osrarzotn ¥

Reset |
Preview._. (= F’rinthSetul Reset!—\lll Quit |
N )
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e Make sure the date range covers the entire school year.
e (lick on the “Select” tab.

Enrollment |Active Students

ACR
Grad
Student

Highlight Enrollment, then click Edit.

- Sani-Stansbury High..._

e Choose “This Year’s Students” on the screen that displays.
e Press Done.
e Verify the Absence codes.

© 2011 Utah State Office of Education — SIS2000+ Year End Process

Page 8



@ Utah %% Education
SIS -2000+ Year End Process

Iﬂ SIS 2000 + Student Attendance Detail - Sani-Stansbury High...l“ e X
_

File Reports Date: 02/25/2011

QOptions
Enrollment |'I'his Year's Students B
Track All
Grade All
Student ANl LI
Absent Codes | (C) Cleared Seat Time -
(K} Cleared Sluff
(D) Doctor's Note LI
Edit . Reset |

Preview. .. lr F"ta’Stl R tAIIl Quit |
review. | |_r|n wiSetup ese Qui

e Press Preview.
e Print to pdf as described in the section for the report “Ut Attendance Term End”.

10 Day Audit Report
To run the “10 Day Audit Report”, highlight the report and press Select.

SIS 2000+ -Consecutive Absent D: i
)
TRACK TERM

oo [T

I 10 3: Number of Consecutive Absent Days

I 4 3‘, Periods Absent = One Absent Day

Absent Codes | Cleared Seat Time =
Cleared Sluff |
Doctor's Note
Excused Juvenile Court Ll

Preview | | Prnint wfSetup Quit

e Choose “All Terms”. Leave “10” in the Number of Consecutive Absent Days.

e Preview and print to pdf as described in the section for the report “Ut Attendance
Term End”.

Run Clearinghouse Reports as Archive Reports
Even though you submitted your Clearinghouse upload, you need to run Clearinghouse
reports to archive. On the main menu choose UT Audit/Uploads > Clearinghouse Upload.
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Statistical Re| ==

Select Schools From Clearing House Exiract
¥ Year Round Membership
v Membership Lists
¥ Enrollment and Membership
v Graduates and Dropouts
T oot T Repors .
[ Enrollment: Active
[~ Enrollment: Self Contained
[~ Enrollment: Homebound/Hospitalized
[~ Enrollment Summary by Ethnicity/Race
[ Dec 1 Reports
[~ Summary/Certification Report by Age
[~ Public Law 94-142 Detail Count

Oth

lw {CTE Membership Report:
[ Enrollment: NA, PV, Not Active

~| [Ending | 6/4 /2010 ~||
Previ = i i
re!lew| ‘ Print w/Setup Quit

e Make sure the Ending date is the last day of the school year.

e Highlight the school

e Checkmark “Year Round Membership” so that all three reports under that category
will be checked. Also checkmark the “CTE Membership Report”. These reports are
the ones auditors usually review.

e Press Preview.
e Save all as pdfs.

Grades Not Finalized Report

Another report you'll want to run to make sure your grades will all appear on the transcript
is the “Grades Not Finalized” report. This report will alert you to grades that have not yet
been finalized. However, if all of your classes are at the elementary level and if you don’t
care if the grades are finalized, you can skip this report.

e To run this report, go to SIS on the Web.

= = = Kellie Heatong Logout
© SIS Applications eports | @Help Fri, 02/25/11 P
= SIS 2000+ Home Academic Progress
S’!’ Assessment
Aftendance
Gradebook
H Academic Progress Assessment < Attenda  gopadyle
L - R

e (o to Reports > Academic Progress > Grades Not Finalized.
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Kellie Heatong Logout
Fri, 02/25/M1 29:67

Report Category: Academic Progress

- Report: !

Cumulative GPA and Rank
Elementary Report Card
Grade Distribution

Honor Ro
Low Achievement

Secondary Report Card

Student Credit Evaluation

Student Marks
Student Transcript
Term GPA Comparison

- recommended for reports.

e Make sure the correct track is showing. You will need to run this report for each

term separately.

NS noany Luyuu

Fri, 02/25/11 29:56

Show Students: | In My Track(s)

Report Category: Academic Progress

~ Report: Grades Mot Finalized -

Description:

Report by teacher and class showing students who have not had their grades finalized.

School:
2010 - Sani-Stansbury High : «

erm:

Term 4

fTerm 2
Term 2

Term 4

ir

<< Select a Term >>

e

lenerate Report

- |Adobe Reader 9.1+ recommended for reports.

e Ifyou have been running this report each term throughout the school year, the
results should come back as zero.

e There is no need to save this report. Just print it out and use it to finalize all grades.

NOTE: Once the year-end rollover is complete, USOE CANNOT recreate the Gradebook and
finalize the grades, so it is important to finalize your grades BEFORE rolling over the year.

Running the Grades Not Finalized report is so crucial, you’ll get a reminder message about
running it when you attempt to run the year-end process in FoxPro. If you've already
verified that all grades have been finalized, just click OK when the warning comes up.

If not, click Cancel and go back to that step.

Run Transcript Report

The final report to run is the Student Transcript

This report is found on the web under Reports > Academic Progress > Student Transcript.
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2010 - Sani-Stansbury High ! =

<< Select 3 Student >

Abalos, Joohee
Aburahma, Daleine
Adamskathleen, Draper
Aguair, Joben

Ahching, Brihanna

Aiello, Julienne

Aiello , Kira

Ajello, Maren 2
Continue

Kellie Heatong Logout
Fri, 0212511 29:57
Report Category: Academic Progress ~ Report: Student Transcript -
Show Students: | In My Track(s) | || Advise
School: Student(s):

- |Adobe Reader 9.1+ recommended for reports.

¢ Run this report twice. Once without “Year End Archival” checked and once with it
checked. Run it WITHOUT being checked first.

e Choose the correct track.

o Ifyou’re a district, you'll have to run this report for each school.

e Select All Students.
e Press Continue to see the

following.

Show Students: | In My Track(s) | || Advise

Report Category: Academic Progress

+ Report: Student Transcript -

School:
2010 - Sani-Stansbury High ! -

Formatting Options:

Student(s):

<< Select a Student >>

Abalos, Joohee
Aburahma, Daleine
Adamskathleen, Draper
Aguair, Joben

Ahching, Brihanna
Aiello, Julienne

Aiello , Kira

Ajello, Maren

Continug

[ scheduled Courses DCitizenship

[Tl Absences

[ official copy Job Title

Sorting Options:

Sort By School Year

Filtering Options:

[¥]include Withdrawn Students ~ Grades 9 » - 12 GPAFrom 9 -

[Cl'vear End Archival

Report Format. Acrobat (.pdf) -

Generate Report

- |Adobe Reader 9.1+ recommended for reports.

e Run the report WITHOUT “Year End Archival” being checked.
e Under “Report Format” make sure “Acrobat (.pdf)” is selected.

e Press Generate Report.

e Save the pdfreport that is generated.

e Next, run the same report, but this time place a checkmark next to “Year End
Archival”. You'll need to run the report both ways for ALL tracks.
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o When you run this report with “Year End Archival” checked this will give you
students who left one year ago and who will be removed from the database
after the year-end process is run.

e Press Generate.
e Save to pdf.

Retaining Students
Once all reports have been run, for any student who will be retained in the current grade -
including 12th grade “super seniors” - mark Retain Student on the Student Editor >

Miscellaneous tab.

File Reports Date: 02/25/2010

Last First Middle;
Namel St. John 'er’:m| Brookelyn — |Jae

Student ID | 28823 sSID | 1028823 ssSN |123-66-9999 ﬂ
Gender |Female Mickname | Profile | Contacts
General ] Addresses m Other l Enroliment l
Counselor |Tatyar1na Fluharty(1928) Registration Date

Picture

Restrcted Information| -] [osrti2008
Home Language | <Unset> | Retain Student [

JLEP Student Language |<Unset> j Not Ranked |

Concentrator Code | = Last Change |02/08/2009
Last Verified On Ey)| Cxnita
H.S. Compl. Status | |
Graduation Year 2011 | Graduation Date
Email |528823@example_cum
URL |

w ﬂ Eind-‘ﬁdd‘ List ‘ Sgatus‘ Done ‘ Save | Quit | ﬂ m

Retaining Lockers
Next, if the school wants students to keep the same locker or the same advisor for the

upcoming track, go to System > School Editor.

e Press List or Find to find the right track.
e Press Edit.
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[SIS 2000+ School Editer - =]
File Reports Date:02/25/2010

School Name || SN AT | School Code |714  D.O. Site |

School Year | 2010 Speede Express Code |3UT14
Address | 110 South Wildcat Blvd

City |‘u"u’end0ver State |UT Zip | 84083-
Phone |(435) 665-2344 Principal |Dr. Steven Lawrence
District |Tnoele j Building

Email | abcdefghijklmnopgrstuvcyz-acdefghijklmnopgrstuwwscyz_abcc . Campus Locations

URL | qwertyuiopasdfghjklzxcvbnm-gwertyuiopasdfghjklzxcvbnm_gwertyuiopasdfghjklzxcvbnm

School Type |High Schoal ~| Take Monthly Attendance |~
Low Grade |Seventh j High Grade |Twe|ﬂh j
Proetae [Twettn | | Retain Advisors - |  Default Track Code |A

Server Site | SIS2000NT1 ~| | Retain Lockers | [New Year nit Process I |

Mﬂ Print ‘ FEind ‘ List ‘Qelete Quit ‘ ﬂw

e Place a checkmark next to “Retain Advisors” and/or “Retain Lockers”.
e Press Save.

Done

Add ‘ Save

When you press Save, “New Year Init Process” will automatically be checked. After the
process is run, all the students enrolled from that point on are automatically given a future
status record in addition to their Active record for this track.

Database Processes

All schools whose data are hosted by USOE will need to contact USOE to run the database
processes for them (once they’ve completed all the steps outlined above).

If a school is self-hosting they will need to do the following:

1. Run the stored procedure sp_setgradyear
2. Create the End-of-year database

3. Backup and restore the current database into the new End-of-year database.
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The Final Step
1. Go to the Main Menu > System > New Year Menu > Year End.

Utilities Mew Year Menu Reports
a. You'll get a warning to make sure the Grades Not Finalized report was run. If

you have taken care of this, press OK.
SIS 2000+ Year-End P i

= Warning: Grades not finalized do not appear on Transcripts.
LE Transcripts CANMOT BE FIXED after the Year End Process (rollover) is
run!

Please run the "Grades Mot Finalized" report and take action, if
NECessary.

[ ok || coneal |

b. When you click OK, you may get a message that your Year End database
backup has not yet been created.

§1S 2000+ Year-End Processing _}.(J

Q ‘ear End database backup MUST be created BEFORE running the Year End Process!
Please run the backup or contact your System Administrator,

-

If this message appears, the process cannot continue until the backup is
complete.

2. Assuming that your database backup has been created, you will click OK and you
will see the following screen.

© 2011 Utah State Office of Education — SIS2000+ Year End Process Page 15
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School School Name

Year

Student Future

=

Sani-C.R.Sundwall 2008
108  |Sani-Red Rock Elementary 2008 |No
104  |Sani-H M Knight Intermediate 2008 |No
404 |Sani-Grand Co Middle School 2008 |No
000  |Sani-Grand District Office 2008 |No
704  [Sani-Grand High 20 Yes

A list of one or more schools,
plus the District Office, appears

[

Process

Quit |

a. Only schools that have NOT been rolled over to the New Year are listed.

b. All schools, including the District Office, should be processed.

c. One or more schools can be processed at once, not necessarily in order.

3. On the right side of the screen, where it says “Student Future Status Processed”, it
will say either Yes or No. This is to remind you whether or not you've completed the
“Student Future Status Process” for that school. This process creates student
records for the new track.

a. Ifyou have not completed the Student Future Status Process and you press
Process anyway, you will receive a warning that there will be no
faculty/student records in the new track and they will have to be manually
entered. You will then be able to choose whether or not to continue.

4. To complete year-end processing, you'll have to roll over all schools, including the
district office. Of course, since the district office has no students directly attached to
it, it will say “No”, which is okay.

5. Highlight one or more schools and press Process.

6. This will DELETE ALL Gradebook, Attendance, and Schedule Records for the current
track.

7. Ifyou did not retain lockers, locker assignments will be deleted.

®©

Students/Faculty with future status will become Active in the new track.
9. Ifyou don’t use the Food Service module, you're done.
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